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CLASSIFICATION SPECIFICATION

TITLE: MANAGEMENT ASSISTANT

DEFINITION 

Under general direction to perform professional duties and respo nsibilities in the preparation of a variety of spec ial

projects  and budget analysis relating to the City Manager's office; and to perform related work as required.  The

duration of the Managem ent Assistant program is typically one year.

REPORTS TO: City Manager and the Assistants to the City Manager

DISTINGUISHING CHARACTERISTICS

This  is an e ntry lev el clas sifica tion in  which recent grad uate s gain  expe rienc e in pe rform ing pr ofes sional, tec hnical,

and administrative duties in a one-year prog ram .  The  Man ageme nt As sista nt is distinguished from the Adm inistrative

Intern and Managem ent Intern by the greater degree of independent discretion, greater complexity of duties, greater

responsibility for recommendations and decision making, and responsibility for completion of special projects and

budget analysis related to the City Manager's Office.  The Management Assistant class is distinguished from the

Administrative Analyst and Management Ana lyst classifications by the lesser degree of difficulty and com plexity of work

performed and b y the lac k of f unc tiona l supe rvisio n of p ara-profess ional,  technica l, and  clerical staff.  Experience

gained as a Management Assistant is considered qualifying for the Administrative Analyst or Management Analyst

classifications.

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the City Manager, the Assistant to the City Manager, and other higher management

staff.

EXAMPLES OF DUTIES  

• Review and analyze budget estimates and develop preliminary and final budgets.

• Participate in research activities concerning organizational structure, staffing, operations, and procedures and

policies.

• Participate  with departmental staff in the installation of new and revised programs, systems, procedures, and

operating methods.

• Research and analyze impacts of new and proposed legislation.

• Assemble and analyze information and data and assist in drafting public administrative reports.

• Provide staff assistance to various departments, divisions, and Council standing committees as assigned.

QUALIFICATIONS 

Know ledge of:  

• Principles and practices of public administration.

• Organ izational proc esses  of mu nicipal gove rnm ent.

• Principles, methods, and practices of municipal finance, budgeting and accounting.
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• Research techniques, methods and procedures.

• Computers and computer software.

Ability to:  

• Analyze, interpret, make decisions, and recommendations in accordance with laws, regulations and policies.

• Comm unicate clearly, orally and in writing.

• Pres ent re sea rch f inding s and  reco mm endations clea rly and  profess ionally.

• W ork in dependently.

• Operate a personal computer and applicable software programs.

Education and Experience: 

Any com binat ion of  expe rienc e and  educ ation  that w ould lik ely pro vide th e req uired knowledge  and a bilities  is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: Must have completed or be in the process of completing the course work requirements for a

Mas ter's D egre e in Pu blic Adm inistra tion o r related fie ld. 

Experience: Som e m unic ipal bu dge tary an d adm inistra tive ex perie nce  in No ne ne cessary.

MEDICAL CATEGORY:  Group 1

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Management Assistant

TO: Administrative Analyst or Management Analyst


